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DEPARTMENT OF GENERAL SERVICES
Records Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULI •

SCHEDULE

"1550

&" 1 of 2

^^Maryland Transportation Authority Office of MBE/Equal Opportunity
AOCNCY

Item
No.

)1

02

03

04

Description

Complaints of Discrimination
, Original complaint forms, correspond-

ence and dispositions on employees
of the Maryland Transportation Authority.

Governor's Code of Fair Practices -
General Correspondence
Letters, reports, memorandums, newsletters
and miscellaneous correspondence.

Contractor Compliance
On-site Compliance Review on contractors,
forms and general correspondence.

Handicap Program
Letters, reports memoranda, forms,
pamphlets and general correspondence.

•

Sdiadula Approval by Department,
Aganey, or Civilian Rapraiantotlva

Data SJenatur* W »

Sch*duU Author!sa^by

MAY 1 1 « &

Dot*

Ol VI It ON

Retention

Retain in office for
three (3) years after :-
closure of case,
transfer to Record
Center for an
additional five (5)
years, then destroy.

Retain in office for
three (3) years, then
destroy.

Retain in office for
three years after
closure, then
transfer to Records
Center for two (2)
additional years,
then destroy.

Retain in office for
three (3) years, then
destroy.

Slat* Arcfcivtat
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Item

No.

05

06

07

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

Description

General Correspondence Files
These files contain incoming and out-
going correspondence for the Office of
MBE/Equal Opportunity. Files also
include Affirmative Action Plan corres-
pondence and U.S. Department of Trans-
portation correspondence.

Minority Business Enterprise Files
Files contain general Minority Business
correspondence, the Minority Business
Enterprise Program Manual and Directory,
Minority Business literature, and
correspondence.

Modal Administration Files
Files contain reports, incoming and out-
going correspondence, and contractors and
Departmental Affirmative Action plans.

Unofficial Personnel Files
These files consist of the following:

Employee Personnel History files.
(Office Copy only)

Daily Time Sheets.

Personnel Detail by Race and Sex
Quarterly Reports.

iCHtruLi
i ccnNO. i-OOV

PAGE
NO. 2 of 2

Retention

Retain in office for
three (3) years, then
destroy.

Retain Program
Manual and Direc-
tory permanently,
transfer periodi-
cally to the
Maryland State
Archives. Retain
other files in
office for one (1)
year, then destroy.

Retain in office for
one year, then
destroy.

Retain in office for
three (3) years after
separation from
State service, then
destroy.

Retain for one (1)
year, then destroy.

i
i

Retain in office for
one year, then
destroy.

1



INSTRUCT I QMS- -TYPE OR PHINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

HTH RECORDS RETENTION SCHEDULE

\>CS S 5 0 - ! )

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

72 7 5 WATERLOO ROAD

P.O. BOX 273

JESSUP, MARYLAND 207 S4

AGENCY.RECORDS INVENTORY

PAGE 1 OF

; 1 . DEPARTMENT/AGENCY

j TRANSPORTATION

2 . DIVISION
Maryland Transportation

• Author i-t v

3 . UNIT

Equal Opportunity Office

DEFINITION-RECORD S E R I E S - * a R O U r Or RELATED RECORDS NORMALLY FILED AND USED A5 A UNIT FOB
U g l t R E N C g AS WELL A - RETENTION AMD DISPOSITION PURPOSES __

* . RECORD SERIES TITLE

COMPLAINTS OF DISCRIMINATION
5 . EARLIEST YEAR/LATEST YEAR

84 TO present

6. RECORD SERIES DESCRIPTION ( D R " C r l- Y DESCRIBE THE TYPES OF- INFOFTMAT I ON / DOCUMENTS/ FORMS rOUND

•IN THE! SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEFTIEE'

Original complaint forms,

correspondence and disposition on

complaints filed by MdTA employees.

To document investigation and

Authority's position regarding case.

Retain 8 years after disposition and

then shred - Copy of determination

retained indefinitely.

7 . RECORD SERIES FORMAT(S)

Q( LETTER SIZE 0 MICROFILM

^ ^ L E G A L SIZE ° COMPUTER TAPE

a BOUND BOOK D FLOPPY DISK

Q AUDIO TAPE C VIDEO TAPS

a OTHER(SPECIFY)

8 . RECORD S E R I E S SEQUENCE

JP ALPHABETICAL

D NUMERICAL

D CHRONOLOGICAL

D GEOGRAPHICAL

O OTHER(SPECIFY)

n - FILE is USED A s n e e d e d
D DAILY 0 .EEKLY O MONTHLY

1 3 . CURRENT LOCAT1ON( S J ( BLDG . , FLOOR, ROOM )

Engineering/Finance Bldg.

3rd floor - F.S. Key Bridge

I S . ACCESS RESTRICTIONS & YES O N O

( I F YEG , CITE L A B T ( B ) & REOULAT 1 ON ( S J

1 7 . I S A N I N D E X S Y S T E M U S E D 7 ( I F Y _ B . E X T L A I N

BFMEFLY AKD DESCRIBE ANY HAIIDBARE,/SOFTWARE )

0 YES Q NO

•

1 8 . NAME AND TITLE OF PREPARER

W.'Frank! in Bowles

Equal Opportunity Offic

9 . VOLUME

5i FILE DRAWEH(S)
D MICROFILM REEL(S)

1 1 / 2 D COMPUTER TAPE(S) •
NUMBER D O T H E R ( s p E : c l F Y j

! 0 . ANNUAL ACCUMULAT1 ON

D F I L E DRAWER(S)

V a r i e s D H I C K O F I U M R E E L { S )

NUUBE"R D COMPUTER T A P E ( S ) -
D OT>-sl<;prrirvi

1 2 • FILE BECOMES INACTIVE AFTER

8 0 MONTH(S) X3 YEARfS)
WUMb_R

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?

[ I F Y E S , SPECIFY AOCNCY OR O F F I C E )
D YES HhiNO

1 6 . AUDIT REQ<J1REME_NTS
•

XÔ  NONE O STATE D FEDERAL a INDECPELNDENT

I 8 . RECOMMENDED RETENT I ON

8 years

•

2 0 . TELEPHONE NUMBER

410 2 8 8 - 8 4 3 1 .
if

2 I . DATE

9/24/92

D C S 5 S 0 - 4 ( R E V I S E D 2 / S 7 )



IMSTKUCT I QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

RECORDS RETENTION SCHEDULE
350-1)

KCV IS

i^Rs

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 2 75

JESSUP, MARYLAND 20784

AGENCY RECORDS INVENTORY

PACE OF

! I . DEFARTMENT/ACO-<CY
!
I TRANSPORTATION

2 . DIVISION

Maryland Transportation
Authority

3 . UNIT
Equal Opportunity Office

DEFINITION-RECORD SERIES-" ° R O U P ° F R E L A T E D MCORD8 NORMALLY FILED AND USED AB A UNIT FOR
HgfERENCE AS KEU. Afl RETENTION AND PIBrOSITION PUHrOSEa L_

4. RECORD SERIES TITLE Governor's Code of Fair Practice
General Correspondence

EARLIEST YEAR/LATEST YEAR

8Q TO Q?

6 RECORD SERIES DESCRIPTION j B R ' KrL-Y DESCRIBE THE TYFES Or IN FORMAT I ON /DOCUMENTS /FORMS rOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEITIEEJ

Letters, reports, memorandums, General reference
newsletter and miscellaneous . Retained in office for three
correspondence. years and then destroyed.

7. RECORD SERIES FORMAT(S)

Q LETTER SIZE D MICROFILM

^H.EGAL SIZE B COMPUTER TAPE

E BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

B. RECORD SERIES SEQUENCE

D ALPHABETICAL

D NUMERICAL

# CHRONOLOGICAL

D GEOGRAPHICAL

0 OTHER(SPECIFY)

9. VOLUME

1 /4

3 FILE DRAWER(S)
D MICROFILM REEL[S)
D COMPUTER TAPE(S)

NUMBER D O T H E R [ s p E C I F Y )

I 0. ANNUAL ACCUMULATION

£ FILE DRAWER(S)

D MICROFILM REEL(S)
rari(bMBe:h D COMPUTER TAPE{S)

• D QTHTR(t;PFrlFV]

II. FILE IS USED

D DAILY D WEEKLY £> MONTHLY

1 2 - FILE BECOMES INACTIVE AFTER

3 D MONTHfS) G YEAR(S)
NUMBER 2

13. CURRENT LOCATION(S) ( BLDG., FLOOR. ROOM )

Engineering Finance Bldg.
Hlaman Resources - 2nd floor

14. IS RECORD SERIES DUPLICATED ELSEWHERET
I IF YES, SPECIFY AOKKCY OR OFFICE)
D YES 9c NO

15. ACCESS RESTRICTIONS 5 YES D NO

(IF YEB, CITE LAB(B) & REQULATION(S)

Md. Publication Act Section 10-616 Personnel
Records

16. AUDIT REQUIREMENTS

B NONE Q STATE D FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? [IF YES .EXFLA IN

BKIEFLY AND DESCRIBE ANY HARDBARE;/ SOFTWARE )

D YES p̂ NO

I 8. RECOMMENDED RETENTION

3 years

IS. NAME AND TITLE OF PREPARER

W,.'Franklin Bowles
Equal Opportunity Offic

20. TELEPHONE NUMBER

4 1 0 2 8 8 - 8 4 3 1 .
>r

2 1 . DATE
9/24/92

D C S 3 5 0 - 4 ( R E V I S E D 2 / 8 7 )



INSTRUCTIONS- -TYPE OR PK1NT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

kITH RECORDS RETENT I ON SCHEDULE

\>GS 350 - I ]

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 273

JESSUP, MARYLAND 2.07 84

AGENCY RECORDS INVENTORY

PAGE; OF

I . - DEFARTMENTMGENCY

TRANSPORTATION

2 . DIVISION
Maryland Transportation

Authority

3 . UNIT
Equal Opportunity Office

CEF INIT1ON-RECORD SERIES-A a R O L "" O | r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT TOR
^ nertBENCe AS WELL AO RETENTION AND D u r o s i n o N r i m r o s E ; •__

A. RECORD SERIES TITLE

Contractor Compliance Files
5 . EARLIEST YEAR/LATEST YEAR

85 TOpresent

6 RECORD SERIES DESCRIPTION ( "" "CrL-Y DESCRIBE THE TYPES Or INFORMATION/DOCUHENTS/fORKS KH«D
•IN THE SERIES. INCLUDE THE PURPOSE OR rUNCTION OK THE SEFTIEE

On-site compliance review
on contractors, forms and
general correspondence
relative to compliance with
MDOT MBE Program.

Retain in office three years after
closure, then transfer to Records
Center for 2 additional years, then
destroy .

(Separate file maintained
for each contract over
$100,000. awarded by the Authority)

7. RECORD SERIES FORMAT(S]

^LETTER SIZE O MICROFILM

}LEGAL SIZE D COMFUTER TAPE

D BOUND BOOK O FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

8 ALPHABETICAL

D NUMERICAL

O CHRONOLOGICAL

D GEOGRAPHICAL

O OTHER(SPECIFY)

9 . VOLUME

NUMBER

xS FILE DRAWER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S]
O OTHER(SPECIFY)

I 0. ANNUAL ACCUMULATION
xD FILE DRAWER(S)
O MICROFILM REEL(S)

I UMBER D COMPUTER TAPE(S)
. D OTHFR(<;P!rrlFY)

fe
1 I . FILE IS USED

^ DAILY D WEEKLY E MONTHLY

1 2 ' FILE BECOMES INACTIVE AFTER

1 D MONTH(S) XB,yEAR[S]

13. CURRENT LOCATION(S) ( BLDG., FLOOR, ROOM )

Engineering Finance Building
•- Human Resources - 2nd floor

14. -IS RECORD SERIES DUPLICATED ELSEWHERE?
lif YES, spEcirr AOEKCY OR o m CE )
D YES x£ NO

IS. ACCESS RESTRICTIONS D YES g NO

( \r YEC , CITE l_ABf(s) & REOULAT I ON ( S )

16. AUDIT RECXJI REWENTS

Q NONE E S T A T E O FEDERAL ° INDEPENDENT

1 7 . I S AN I N D E X S Y S T E M U S E D ? ( , r Y T S . O ^ L A I N

BFMEFLY AND DESCRIES ANY HAFIDB ARE./ SOrTKARE )

D YES C^xNO

I 8. RECOMMENDED RETENTION

Five years

1S. NAME AND TITLE OF PREPARER

W..Franklin Bowles
Equal Opportunity Offic

20. TELEPHONE NUMBER
410 2 8 8 - 8 4 3 1 .

2 1 . DATE
9/24/92

_
DCS 550-4 (REVISED 2/87)



INSTRUCTIONS-"TYPE OR PHI NT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
ITH RECORDS RETENTION SCHEDULE

!>GS 3 S 0 - I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 75 WATERLOO ROAD
P.O. BOX 273

JESSUP, MARYLAND 2.0 7 94

AGENCY RECORDS INVENTORY

PACE OF

I I . DEFARTMENT/AGENCY

j TRANSPORTATION

2. DIVISION

Maryland Transportation
Authority

Z. UNIT
Equal Opportunity Office

DEFINITION-RECORD SERIES-* °ROU1" °r RE<-*TED RECORDS NORMALLY FILED AND USED AB A UN.T I-OR
WgfTBgNCg AS BELL Ag RETENTION AMD DI5rO3|TIQN rURrOSgi •_

4. RECORD SERIES TITLE
Handicap Program / ADA Program

5. EARLIEST YEAR/LATEST YEAR

'88 TO '92

6 RECORD SERIES DESCRIPTION ( "" ' KrL-Y DESCRIBE THE TYfES Of INFORHAT I ON /DOCUMENTS/ rORKS FOUND
•IN THE SERIES. INCLUDE THE rURPOSE OR FUNCTION Or THE SEFTIEEJ

Reports, memorandums,
publications and general
correspondence.

Reference and documentation

7 . RECORD S E R I E S FQRMAT(S)

IR LETTER S I Z E O MICROFILM

^ A L E G A L S I Z E D COMPUTER TAPE

O BOUSD BOOK 0 FLOPPY D1SK

O AUDIO TAPS Q VIDEO TAPE

O OTHER{SPECIFY)

• 8 . RECORD S E R I E S SEQUENCE

O ALPHABETICAL

D NUMERICAL

C^ CHRONOLOG-1 CAL.

n GEOGRAPHICAL

Q OTHER(SPECIFY)

1 ! • FILE IS USED

O DAILY gxWEEKLY D MONTHLY

1 3 . CURRENT LOCATION(SJ ( B L D G . , FLOOR , ROOM )

Engineering/Finance Bldg.
F.S. Key Bridge - 3rd floor

1 3 . ACCESS RESTRICTIONS • YES Z NO

( l r YEG , CITE L A B ( B ) & RECULAT1 ON{ SJ

1 7 . I S AN INDEX SYSTEM USED7 ( I F YEB.EXPLAIN

Br.-IEFLY AKD DESCRIEE ANY HAnDBARE./ SOTTKARE )

0 YES S NO

•

I 9 . NAME AND TITLE °F PREPARER

W..Franklin Bowles
Equal Opportunity Offic

9 . VOLUME

JO F I L E DRAWER(S)

D MICROFILM R E E L ( S )

O COMPUTER T A P E ( S ) •
NUMBER D O T H E R ( s p £ : C I F Y )

I 0 . ANNUAL ACCUMULAT I ON

D FILE DRATCR(S)

va r i e s D MICROFILM REEL(S)

NUV«BE% D COMPUTER TAPE(S)
• D OTHTRISPTriFYl

1 2 • FILE BECOMES INACTIVE AFTER

T, D MONTH(S) x f l YEARfSl
NUMBER

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?
( i f YES, SPtCICY AOeNCT OR O F I M C E )
a YES H NO

1 6 . AUDIT REQUIREMENTS j

!
5 NONE D STATE D FEDERAL D INDEPENDENT j

1 8 . RECOMMENDED RETENTION

Retain at f a c i l i t y three years ]
then des t roy .

2 0 . TELEPHONE NUMBER

410 288-8431 .
:r

•

2 I . DATE

9/24/92

DCS 35 0-4 (REVISED 2/87)



INSTRUCT I CMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

ITH. RECORDS RETENTION SCHEDULE
>GS 5 5 0-J }

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z75 WATERLOO ROAD
P.O. BQX275

JESSUP. MARYLAND 2 07 84

AGENCY RECORDS INVENTORY

PACE 5 - OF - 7

! I . DEFARTMENT/AGENCY

I TRANSPORTATION

2 . DIVISION
Maryland Transportation

Authority

3 . UNIT
Equal Opportunity Office

DEFINITION-RECORD SERIES- A a R ° U I " ° r R E L A T E D ™fCORDB NORMALLY FILED AMD USED A . A UNIT FOR
HEFgRENCt: AS KELX. A3 RETENTION AMD DISPOSITION PURPOSES ;_

4 . RECORD SERIES TITLE

GENERAL CORRESPONDENCE
5 . EARLIEST YEAR/LATEST YEAR

' 89 TO Present

6. RECORD SERIES DESCRIPTION [ " " ' "'^ S C R I B E THE TYPES OF" INFORHATION/DOCUHCNTS/fORKS FOVND

•IN THE SERIES. INCLUDE THE PURPOSE OR rUNCTION OF THE BCPItS

File contains incoming and outgoing
correspondence of a general nature.

Retain in office three years and
then destroy.

7. RECORD SERIES FORMAT(S)

XKLETTER SIZE 0 MICROFILM

^ALEGAL SIZE O COMPUTER TAPE

D BOCTiD BCX>K ° FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

CI OTHER( SPECIFY}

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

D NUMERICAL

g CHRONOLOGICAL

D CEOCRAPHICAL

Q OTHER(SPECIFY)

11 * FILE IS USED

D DAILY E WEEKLY D MONTHLY

13. CURRENT LOCATION(S) ( BLDC., FLOOR , ROOM )

15. ACCESS RESTRICTIONS D YES $ NO

(If YES, CITE LAH(s) & REGULATION(S)

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN

BRIEFLY AKD DESCRIBE ANY RAHDB ARE./ SOFTWARE )

D YES 3 NO

9. VOLUME

^ FILE DRAWER(S)
D MICROFILM REEL(S)

1 / 5 t h D COMPUTER TAPE(S) •
NUMBER Q O T H E R [ s p E c l F Y )

I 0. ANNUAL ACCUMULATION

D FILE DRAWER(S)

D MICROFILM REEL(S)

kuUBE'h D COMPUTER TAPE(S)
D DTHFR/^PFTIFVl

12• FILE BECOMES INACTIVE AFTER

3 • MONTH(S) B YEAR(S)
NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)

a YES D NO

16. AUDIT REQUIREMENTS

£ NONE a STATE D FEDERAL O INDEPENDENT

I 8 . RECOMMENDED RETENT I ON

Three years.

IS. NAME AND TITLE OF PREPARER

W.Franklin Bowles
Equal Opportunity Offic

20. TELEPHONE NUMBER

410 288-8431 .
:r

Z I . DATE

9/24/92

_
D C S 5 5 0 - 4 ( R E V I S E D 2 / 8 7 )



lf<STRUCTlCyiS- -TYPE OR PHI NT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

ITH RECORDS RETENTION SCHEDULE

bCS 3 5 0-1]

DEPARTMENT OF. GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 7 8 WATERLOO ROAD
P.O. BOX 2 7 3

JESSUP, MARYLAND 2.07 9 4

AGENCY RECORDS INVENTORY

PACE OF

I . DEPARTMENT/AGENCY

TRANSPORTATION
2. DIVISION

Maryland Transportation
Authority

3. UNIT

Equal Opportunity Office

DEFINITION-RECORD SERIES-* ° R O U r ° r R E I " A T E D RECORDS NORMALLY FILED AND USED AB A UNIT TOR
WEfERgNCE AS BELL Ag RETENTION AND DISPOSITION rUftrO3E3 •__

4 . RECORD SERIES TITLE

MINORITY BUSINESS ENTERPRISE PROGRAM FILES

5 . EARLIEST YEAR/LATEST YEAR

'87 TO ore sent

6. RECORD SERIES DESCRIPTION ( B R ' ICri-Y DESCRIBE THE TYPES OF INFOBMATION/DOCUWENTS/rORKS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR rUNCTION Or THE BEJTIEE)

Correspondence with MDOT MBE office, Reference and documentation-
MBE Manual and Directory, recertification regardingmatters involving MBE
inquiries from MDOT. General Program,
correspondence regarding MBE program.

7. RECORD SERIES FORMAT)S)

LETTER SIZE D MICROFILM

(LEGAL SIZE D COMFUTER TAPE

BOUND BOOK D FLOPPY D I SK

AUDIO TAPE O VIDEO TAPE

OTHERfSPECIFY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

P NUMERICAL

y&. CHRONOLOOI CAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

l_L/_2

X3XFILE DRAWER(S)
H MICROFILM REEL{S;
O COMPUTER TAPE(S)

N U* B = )* D OTHER( SPECIFY)

I 0. ANNUAL ACCUMULATION

BXFILE DRAWER(S)

, _, i O MICROFILM REEL(S)

DUMBER ° COMPUTER TAPE(S )
• • CyrHFB(^Pxrf-IFV)

11 FILE IS USED

X& DAILY n WEEKLY D MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

3 D MONTH(S) Xf3 YEAR(s;

1 3 . CURREhTT LOCATION(S) ( B L D G . , FLOOR, ROOM )

Engineering Finance Bldg.
Third Floor - Francis Scott Key Bridge

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?
1 IF VtS, SKCIfY AOEKCY OR OFFICE)

D YES B NO

1 5 . ACCESS RESTRICTIONS • YES UNO

( IF YEG , CITE L A B ( S ) & REGUl_*T I ON ( S )
1 6 . AUDIT REQUIREMENTS

JPXNCNE O STATE a FEDERAL O INDEPENDENT

1 7 . I S AN I N D E X S Y S T E M U S E D ? ( I F Y E S . E X T L A I N

BRIEfLY AND DESCRIBE ANY HAnDBARE./ SOFTWARE )

D YES 3 NO

I 8 . RECOMMENDED RETENT I ON

Three years

18. NAME AND TITLE OF PREPARER

W,.'Franklin Bowles
Equal Opportunity Offic

20. TELEPHONE NUMBER

410 288-8431 .
>r

2 1 . DATE
9/24/92

-
DCS 33 0-4 (REVISED 2 / 8 7



INSTRUCT I QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

ITH RECORDS RETENTION SCHEDULEGS S50 -I ]

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 2.07 84

AGENCY RECORDS INVENTORY

PACE 7 OF - 7

; I . DEFARTMENT/AGENCY

j TRANSPORTATION

2 . DIVISION
Maryland Transportation

Authority

3 . UNIT
Equal Opportunity Office

DEFINITION-RECORD SERIES- A ° R O U r ° r R E L A T E D R C C O R D 1 1 NORMALLY FILED AND USED AB A UNIT FOR
^ REFERENCE AB f E U . AB RETENTION AND DISPOSITION PURPOSES •__

i . RECORD SERIES TITLE

ADMINISTRATION FILES (MdTA:
5 . EARLIEST YEAR/LATEST YEAR

86 TO P r ese n t

RECORD SERIES DESCRIPTION { B R I1CpPl-Y DESCRIBE THE TYPES Or" INFORWATlON/DOCUKNTS/rOWS rOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR rUNCTION Of THE SEFTIEE]

Reference, documentation
Correspondence between various

divisions of the Authority.

MdTA Affirmative Action Plan, Race & Sex

Statistics on Authority personnel,

Daily time sheets for EO Office.

and information purposes

7. RECORD SERIES FORMAT(S)

XKLETTER SIZE • MICROFILM

^BLEGAL SIZE n COMPUTER TAPE

n BOCTiD BOOK D FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

X £ ALPHABETICAL

O NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

1 l • FILE IS USED

X<R DAILY Q WEEKLY D MONTHLY

1 3 . CURRENT LOCATION(S) (BLDC.,FLOOR,ROOM]

Equal Opportunity Office - 3rd floor
-Engineering Finance Bldg. Key Bridge

15. ACCESS RESTRICTIONS D YES >£kNO

( I F YEB, C I T E L A B | S | & RECULATTONIS)

17. IS AN INDEX SYSTEM USED7 ( | f YES.OTLA1N
BrjICFLY AKD DESCRIBE ANY HARDBAKE./ SOFTWARE )

° YES fix NO

*

•

IS . NAME AND TITLE °F PREPARES

W..'Franklin Bowles
Equal Opportunity Offic-

9 . VOLUME

g x F I L E DRAWER(S)
D MICROFILM REEL(S)

2 • COMPUTER TAPE(S ) '
NUMBER Q O T H E R { S p E . c , F Y j

1 0 . ANNUAL ACCUMULATI ON

X R F I L E DRAV.-ER(S)

° MICROFILM REEL(S)

N"UVBE"R' D COMPUTER TAPE(S)
• OTHTR/<;prrirvl

1 2 • FILE BECOMES INACTIVE AFTER

3 • MONTHfS] X>& YEAR(S)
NUMBER • !

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
( i F Y t S , SPECIFY AOEKCY OR O F T I C E )

D YES BXNO

1 6 . AUDIT REGOIREMENTS

x§jNONE Q STATE D FEDERAL Q INDEPENDENT

I 8 . RECOMMENDED RETENT1 ON

3 years

. :. '

2 0 . TELEPHONE NUMBER
410 288-8431 .

if

2 ! . DATE
9/24/92

DCS 550-4 (REVISED 2/87)


